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Introduction:

This document is designed to help the user understand the general features,
functionality, and capabilities that exist in all of the Actuate reports developed by the
Division of Substance Abuse & Mental Health.
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Section I — Navigating Through A Report

Navigation through a report can be accomplished with five different options
displayed on its Button Bar. The options are:

[1] Going to the First page in the report.
To enact this option, simply click on the “First” button.

[2] Going to the Previous page.
To enact this option, simply click on the “Second” button.

[3] Going to the Next page.
To enact this option, simply click on the “Next” button.

[4] Going to the Last page.
To enact this option, simply click on the “Last” button.

[5] Going to a specific page number.
To enact this option, type the desired page number in the text box provided and
click on the “Goto” button.

) BasicAPIReport - Microsoft Internet Explorer

File  Edit ‘iew Faworites Tools  Help
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Section II — Searching Through A Report

The Actuate reporting tool possesses the ability for a user to select search criteria
within a given report and then have it display the desired information. Once the search
criteria have been created, they appear as hyperlinks on the left hand side of the web
browser. The user can enact a search by clicking on the desired hyperlink as described
in this section.

The following instructions describe how to search for data

1. Click on the
a BasicAPIReport - Microsoft Internet Explorer Search button.
File Edit Yiew Favorites Toaols  Help

Back - = - () il | @ search [Favorites EiMedia (4 | BN S - |\

Address Iﬂj hktp: i fikswebl 7 skate, uk usfacweb/humansery fitsweb 1 7 facwebihumanseryfitsweb 1 7 HUMARE QoA BasicAPIReport.roi; 197

e AR

Prev Hext Last

2. Click on the data
fields that should be
NavBar First Prev Hext Last Goto e sl 7% LI included in the
| search.

New Search Search Now

Click on a repart field to add it ta the search
Report Field
FOrmaF4s

Ackvity

Alcohol

Drug

HIV .00 £0.00 .00

Prevention 2,619,796 .87 6564425 FLATOAENI4  FLASS4434 915 245 96
FOrmaF4L

Tuberculosis F0.00 $0.00 000 £0.00 000
FOrmdF4Ctherk

Column Tetal: £2,238, 706 51 425600 B3 $3,554,375 59 461,464 56 H2,066,511 07
T Of The Total: 15 51% ¥ 321% Tdl% 13 7% 1515%

FOrmdF40t

Percentage Breakdowm

v . s % of State General Fund © $§35007665  46.06%%
| 3 A Clle On the Alcohol $16, 297 35340 33 0640

Search Now button Drug SIESL4GITAE 49 6%
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NavBar First Prev Hext Last Goto Fage [

New Search Help X

Smart Search found & matches.

Results 1 -5

FOrm4F4SAPTAmtControlFOrmdF4MedicaidControlF() — /4. Click on the
hyperlink for the

urmy g ) o] I DEEEERSS
0 0 desired in the search.
261579657 B5644.25
d d Actuate will then
take the user to the
page in the report
which contains the
data selected in the
search.

Results 1-45

Mew Search |

Download search results as:

Cormma delimited data | GDl Lecal Fu
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Section II1 - Downloading Data From A Report

The Actuate reporting tool possesses the ability for a user to download the data
that is contained in a specific report. However, even though Actuate does allow for data
download, the user should exercise some caution in regard to making expectations or
assumptions about what will be downloaded. First of all, the possible set of data that
can be downloaded is exclusively limited to the specific range of data the report
contains. Second, the download is also limited to the data items the user selects from
the data range. Consequently, if the user identifies a report that contains the data they
want and then selects the specific data items in Actuate’s Search feature (see Section IT —
Searching Through A Report), then the download will present the desired information.

Once the data has been downloaded, it can be viewed in a software product such

as Microsoft Excel

The following instructions describe how to Download data as a comma or
tab delimited file.

1. Click on the
Search button.
E BasicAPIReport - Microsoft Internet Explorer

File Edit Yiew Favorites Toaols  Help

= Back - = - @ il | @Search [3] Favorites @Media a | %v =h - B

Address I@j hktp:ffikswebl 7 skate, ut usfacweb/humanseryfitsweb 1 7 facweblhumanseryitsweb 1 7  HUMARSEC M B asic APTR.eport, roi; 1 97

gV S

‘MavBar First Prev MNext Last Goto  Page [lo712 EE@| search DovmloadiPrint
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2. Click on the data

fields that should be
included in the

NavBar First FPrev Hext Last Goto Page |

New Search Search Now

\search.

Click on a report field to add it to the search
Report Field

Actvirg
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Drug

HIV
Prevention
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.00 000 g .00

oo
1524806

o0
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3. Click on the
Search Now button

NavBar First Prev Hext Last Goto

Mew Search

Smart Search found 5 matches.

Results 1 -4
FOrm4F4SAPTAmtControlFOrm4 F4Medicaid ControlF(

4477100.24 1855337 52
5141509.5 280462012
] ]

26159796 .57 Bab44.25

1] 1]

Hesultz 1-45

Mew Search |

s % of State General Fund W//

46 06
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$16,292 35340
$23 924 68708

Alcohol
Drug

Acrioiny

Alcohol

Drug

4. Select type of
download file you

Tubercull want. Then click on
the Go button.

Fer

Local Fu

2,066,511 07
2515%
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IFile Download ; 5. Click on the Save
! button.

'ou are downloading the file:

. ion=print&mode=rangefpage=1-1 from itzwebl 7 state,

Whould pou like & ave it ko paur computer?

Open Cancel tare [nfo

V¥ Always ask b i = bppe of file

@ Select a location
to save the file. Once
the file has been
saved, navigate to it
and open it with the
software package of
your choice.

Save i I :ﬂ Desktop

i My Docurnents
L My Computer
Hiztom oE My Metwork Places
i |_|Embarcadero ERStudio 5.0

&
@ 4% Pocket_PC1 My Documents

55 ] rhirrell Home:
ﬁ,\ [ Shorkcut bo Rick's H-Drive

by Diocuments

My Metwork B...

File namme: Fu:urr|'|4T|:|taI:5:. j Save
=

Cancel |
g

Save as type: I.-’-'-.u:lal:le Acrabat Document
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Section IV — Saving The Report As A PDF File

An Actuate report can be recreated as a PDF file that the user can store, print, or

email to another user.

The following instructions describe how to save a report as a PDF file.

1. Click on the
Download/Print
button.

a BasicAPIReport - Microsoft Internet Explorer

File Edit Yiew Favorites Toaols  Help

= Back - = - @ il | @Search [3] Favorites @Media @ | % 5 . ™

MavBar First Prev HNext Last Goto

3. Click on the Save
PDF button.

JF - Microsoft Internet Explorer

ANCTUATE

itswebh17

save FormdTotals

!ll page

T Pages: I
Enter page numbers andfor page ranges separated by commas. For

Tip: After you click the “iew POF' button, Some wersions of Microsoft Int
the Adobe PDF report pages. If you are using Acrobat Reader 4.0, upgra
F5 to refresh the viewing window, or save the PDF repont to your local dis
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d Select a location
to save the file. Once
the file has been
saved, navigate to it
and open it with the
Adobe Acrobat
Reader software.

Save if I :ﬂ Desktop

o My Docurents

L= My Compuker

{2 My Metwork Places

| 1Embarcadero ERStudio 5.0
[—‘EEI Packet_PC1 My Dacurments
] rbiirrell Home:

(5] Shorteut to Rick's H-Drive

File name: Fn:nrrndTn:ntaI:s:.

Save as lype: I.-’-'-.u:h::l:ue Acrobat Document
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Section V — Printing The Report

An Actuate report can be printed directly from the user’s web browser. However,
if the user utilizes on the web browser’s built in print capability, then only the single
page of the report displayed on the browser at the moment the print job is sent to the
printer will appear on paper. If the user desires to print the entire report, then they
must use Actuate’s Download/Print function.

The following instructions describe how to print an entire Actuate report.

1. Click on the
Download/Print
button.

) BasicAPIReport - Microsoft Internet Explorer

File  Edit ‘iew Faworites Tools  Help

‘= Back - = - @ i) | @_5&arch [Fe] Favorites @Media @ | % é . ™

MavBar First Prev HNext Last Goto

3. Click on the View
PDF button.

JF - Microsoft Internet Explorer

ACTUATE

itsweb17

Save FormdTotals

!I!H page
 Pages: |
Enter page numbers and/or page ranges separated by commas. For

Tip: After you click the %iew PDF' button, Some versions of Microsoft Int
the Adobe PDF report pages. If you are using Acrobat Reader 4.0, upgra
F5 to refresh the viewing window, or save the PDF repont to your local dis
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5. Click on the Print
button.
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